SECRETARY
604

DEPARTMENT: Human Resources
NATURE OF WORK:
Performs repong bl e and complex secrearial work in support of the Human Resource Department.
Provides customer service as first contact with public and internal customers, as well as performing
administrative support for professional Human Resource staff members. Work is performed under the gereral
supervision of the Human Resource Manager.

ESSENTIAL FUNCTIONS OF THE JOB:

Coordinates with ot her administrative support personnel to ensure customer assistance in person and on the
telephone during the regular business hours.

Plans and organizes office work flow activities to meet unit objectives in a timely mamer.

Provides first-line customer service such as answvering routine questions regarding employment, benefits,
training, performance managemert, volunteer opportunities, cable channel schedule, etc.

Collects information from departmentsfor reports May perform dataentry to produce thereport.

Schedulesmeetingsand training sessons, including coordinating arrangementsfor the room, refreshmerts, or
meals; prepares materials, arranges for audiovisual equipmert or any other equipmert as needed.

Sets up files and tracking systems. Keeps master list updated.

Takes notes for meetings and makes travel arrangements.

Maintains budget expenditures and makes budget transfers when necessary for assigned units.
Sets appointments for Human Resource staff as requested.

Purges files and prepares for storage in accordance with applicable laws and regulations.

Maintains invertory of office supplies and equipment; prepares purchase requisitions. Orders supplies when
needed, does purchase orders and other budget transactions.

Appliesknowledge of microcomputer and advanced software applicationsto include WordPerfect, L otus 1-2-3,
Excel, and Volunteer Works or SAM software.

Performs work safely in accordance with departmental safety procedures and the County Safety Program.
Operates equipment safely and reports any unsafe work condition or pradice to supavisor.



Performs relaed work as required.

ADDITIONAL EXAMPLES OF WORK PERFORMED:

May drive County vehicleto other County facilitiesto deliver or pick up information.
JOB LOCATION AND EQUIPMENT OPERATED:

Duties are performed in an office setting. Operates telephone, computer keyboard, copy machine, and
calaulator.

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES:

Considerable knowledge of office practices and procedures.

Considerable knowledge of data entry and computer operations and of automated record keeping.

Consider able knowledge of correct business English, spelling, and punctuation.

Ability to learn the policies, procedures, and services of the department to which assgned.

Ahbility to maintain complex records, to assemble and organize data and to prepare reports from such records.
Ability to work with other employees and the gereral public in an efective and courteous mamer.

Ability to type accurately and rapidly and to compose effective and accurate correspondence.

Ability to take and transcribe minutes of meetings.

Ability to prioritize, organize, and perform work independently.

Ahbility to operate general office equipment, word processing equipment, and microcomputersas required to
accomplish the work assigned.

MINIMUM QUALIFICATIONS:
High school diploma or equivalent, including or supplemented by course work in secretarial science and

congderable experience inresponsible searetarial work; or any equivalent combination of accepted education
and experience providing the knowledge, alilities, and skillscited above.



| DENTIFICATION OF GENERAL APTITUDESAND
PHYSICAL REQUIREMENTS

Posdtion Title Secretary Position Number 604
Depatment Human Resources Divison I

The Americans with Disabilities Act requires that we identify the gereral aptitudes and physical requirements
needed to perform the job listed above. Individuals who have the position must be able to perform all essertial
job functions unaded or with ressonable accommodation.

I. Mental Abilities: General learning ability. The ability to “catch on” or understand instructions and
underlying principles

X Ability to undersand and follow oral instruction

X Ability to undergand and follow written instruction

X Ability to guide and/or give ingtructions

X Ability to make decisions in accordance with edablished procedures and policies
U Not esential to job function

1. Verbal Abilities: Ahility to understand meanings of words and ideas associated with them and to use
themeffectively. To comprehend language, to understand rel ationships betweenwords,
and to understand meani ngs of whol e sentencesand paragraphs. To present information
or ideascearly.

1.| Speaking/Talking: 2.|Hearing/Ligening:
X Answveringtelephone radio, or switchboard X For communicationwith County dficials, public,
X  Communicating with County officias vendors, supervi sors and/or other employees
X  Communicating with general public U Not essential to job function
X  Communicating withvendars
®  Communicating with supevisorsand/or with 3. Reading: (ability to read and understand text)
other employees
O Comnunicating with others X Essential to job function
U Not essential to job function
U Not essential to job function
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[11. Numerical: Ability to perform arithmetic operations quickly and accurately.

X Ability to mentally perform accurate two digit calculations
X Ability to perform accurate calculations aided
by a calculator, adding machine or measuremert device

V. Spatial Abilities: Ahility to comprehend forms in space and understand relationships of plane and solid
objects. May be used in such taks as blue print reading and in solving geometry
problems. Frequently described as the ability to “visualize” objects of two or three
dimensions, or to think visually of geometric forms.

U Essantial function
X Not esentia function

V. Motor Coordination: Ability to coordinate eyes and hands or fingersrapidly and accurately in making
precise movements with speed. Alility to make a movement response accurately
and quickly.

1. Manual Dexterity: Ability to move the hands easily and skillfully. To work with the handsin placing and
turning motions.

X Useteephone X Manipulate computer keyboard and mouse
U Use switchboard U Use postage machine

U Use radio/console U Use hand tools

X Use acalculator U Use power todls

X Useacopy machine U Other:

X Useafax machine U Not esential to job function

2. Finger Dexterity: Ability to move the fingers and manipulate small objects with the fingers rapidly or
accurately. For example: electrical wiring.

U Essential to job function
X Not essential to job function

Explain:
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V1. Physical Demands:

1. Strength:

The quality, state or property of being strong. The power to withstand strain, force or stress.

Please check (¢) in appropriate boxes below.

Ability to manipulate materials and/or equipment (Ibs)

Frequency of Manipulation

5- 5-10 | 10-15 | 15-25 | 25-50 | 50+ | Occasionally | Frequently | Continuously
Lift v v
Push/Pull
Hold/Carry v v

Manipulation done from: ® ground to waist

Not essentid to job function: O Lift

X Push/Pull

X waist level (1 waist to shoulder (4 above shoulder
(Check dl that apply)

U Hold/Carry (Check dl that gpply)

2. Climbing: To move up or mount hy using the handsor fest.

Ladders

Stairways Steps
X  Step stool X 1 flight X 1-2
U 8 to 10' step ladder O 2flights a 23
U Extension ladder U 3 or more flights a 34
U Other U Other U Other
U Not essential to job function U Not essential to job function [ Not essential to job function

3. Ability to Stand, Sit, Walk, and Run:

Please check (¢) in appropriate boxes below.

Duration (hour s/day) Occasionally | Frequently | Continuoudy
0-1 1-3 35 | 57| 79 9+
Stand v v
Sit v v
Walk v v
Run
If walking or running, over what type of terrain? X flat U rough U both

Not essentid tojobfunction: U Stand O St U Wak ® Run  (Check dl that goply)
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4. Stooping, Kneeling, Crouching, and /or Crawling:

To bend forward or down from the middle of the waist or themiddle of the back, to bend downwards, to lower
oneself and/or to move freely on hands and knees.

Daily Amounts

X 0-5x U 5-20x O 20-50x O 50+x
O Other U Not essential to job function

5. Reaching, Handling, Fingering, and/or Feeling:

To stretch out, extend, or put forth abodily part. To touch or grasp something, by extending or stretching.
To touch, lift, hold or operate with the hands.

Daily Amounts

O 0-5x X 5-20x O 20-50x O 50+x
O Other U Not essential to job function

6. Seeing: To perceive or comprehend by the sense of sight.

Essential to job function: These characteristicsare necessary  (Check dl that apply)
Peripheral vision

Night vision

Focus (diginctness or d arity)

Color perception (discriminate between colors)

Depth perception (determine distance relationship between objects)

OXR R OK

VII. Driving: The ability to transfer or convey in avehicle.

Transmission Standard Automatic Multi-Gears

Car
Van
Small Truck

Medium Truck

Large Truck

Truck w/Equipment

Heavy Bus Equipment

Not esential to job function
Other (list)

XROOOUOOoOoO
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